T he time to begin writing a resume is not when it is urgently needed. Resume writing begins with a career profile or portfolio listing and describing each job, significant project, award, and relevant learning and growth opportunity experienced by the occupational health nurse. Because most nurses have lots of "history" and the benefit of many developmental opportunities and career challenges, it is critical to capture the essence of each activity as it occurs. The resume then becomes a "summary" and a rich cache of material shaped into a document best describing an occupational health nurse's professional history.
Resume preparation has several benefits. First, the exercise helps to organize stages in a career and experiences during each stage. Resume preparation forces the writer to consider skills, accomplishments, and knowledge. It often helps to examine the direction a career has taken and deviations and/or consistencies with goals and objectives. Finally, resume preparation serves as a self appraisal qualifying past and present accomplishments to identify future potential.
Because it is a beneficial and highly introspective exercise, occupational health nurses will find it ABOUT THE AUTHOR:
helpful to make resume writing an ongoing process. While a resume can and should be an "evolving," dynamic document, some are developed or "redeveloped" with a specific purpose in mind. As with any product, the contents must be packaged and presented in a way to pique the interest of the targeted audience. Presentation may vary depending on the message to be transmitted and the purpose of the resume.
Resumes can be developed in a variety of styles or formats. The following are three of the most common.
Chronological Resume
The chronological resume lists positions, roles, and achievements in reverse chronological order, starting with the most recent or current. While titles and organizational affiliations over time are described, the most recent employment experience is usually the primary focus. The chronological resume presents experiences in a logical, sequential manner, emphasizing continuity.
While the chronological resume is the most commonly used and accepted format, it may have disadvantages. It highlights any lack of experience or gaps in employment.
Also, this type of resume may not be the best choice for occupational health nurses who would like to change career direction or seek a position dramatically different from those held in the past.
Functional Resume
The functional resume highlights major areas of professional and personal strengths and allows the writer to organize them in the order best supporting career goals and objectives. Actual titles and dates are deemphasized or sometimes omitted completely. Accomplishments are presented by functional or topical headings such as "management," "program development," "communication," "service integration," or "health promotion." The functional resume lists the chronology of employers, job titles, and dates only as they relate to the functional categories listed.
Advantages of the functional resume are that it tends to de-emphasize repetitive experiences and permits the writer to organize skills according to interests or new job aspirations. Functional resumes also allow the inclusion of non-work related-but transferable-skills such as "organization" used in volunteer work. A disadvantage of the functional resume is that it may downplay important experience gained in a specific job or sequence of jobs. This format may be useful for the occupational health nurse whose experience is limited or who is seeking a career change.
Targeted Resume
The targeted resume is the newest, most non-traditional format.
It is designed to emphasize capabilities and support accomplishments relating specifically to a particular job target. The targeted resume must be redrafted for each potential position. The effectiveness of this style of resume is dependent on thorough research and understanding of the position sought. The targeted resume allows a candidate to expand on the possibilities of their contribution to a potential employer without relying only on past history. It may contain "can do" statements consistent with what is known to be a requirement of the targeted position. While it is not as logically or sequentially organized, the targeted resume may make a very impressive case to a hiring manager who is not seeking an individual with a "generalist" background.
General Principles
Regardless of the format, some general principles should be followed when writing a resume.
• Limit it to one page if at all possible; two pages is the maximum. • Print your name in larger, bold type at the center of the first page followed by address, phone, fax, and electronic mail or internet address in smaller type. • Use a high quality typewriter or word processor. • Use traditional fonts instead of scripts and modem or fancy types. • Leave plenty of white space by including wide margins and space 108 between sections. • Use bold or italic fonts to highlight key topics, strengths, and accomplishments. • Begin sentences, paragraphs, or bulleted items with "action" verbs, such as: administered, conducted, coordinated, developed, facilitated, initiated, managed, monitored, negotiated, and performed. • Resist the urge to use "I" statements. • Use quality bond paper without letterhead, ornamentation, or borders. • Use white, natural, or very muted pastel paper and a large envelope to keep folding to a minimum.
• Include references only if required and then on a separate sheet.
A cover letter should accompany all resumes. The two purposes of a cover letter are to introduce the reader to the resume that accompanies it, and get the writer an interview. A well conceived cover letter may make the difference in the hiring manager deciding whether or not to consider a candidate.
The cover letter should be directed to a specific person in the targeted organization or department. It may require some groundwork, but it is critical that the right person receives the documents.
The initial statement of a cover letter should spell out the objective of the writer. An opening remark might state, "Having read your advertisement for a nurse manager in the AAOHN News, I believe that I am qualified to make a positive contribution to your organization." This statement identifies the source of the information, orients the hiring man-ager to the position in which a candidate is interested, and encourages the manager to read on to find out more.
The second brief paragraph of the cover letter highlights significant skills or experience directly related to the requirements of the targeted position. This is an opportunity to refer the reader to the accompanying resume.
The last paragraph asks for action on the part of the hiring organization or manager. Having created a positive perception about both the individual and the potential contribution, a statement such as, "I would like the opportunity to discuss the position with you at greater length and will call next week to set a mutually agreeable date," may clinch the interview.
A cover letter should be designed to coordinate with the resume in both style and format. The same paper and fonts may be used for both. Traditional business letter techniques are applicable and indicate the writer's professionalism and seriousness of purpose.
After completion, both documents must be thoroughly checked for spelling and grammatical errors. A final reading by a peer or manager may be helpful for identifying and refining unclear or misleading areas.
Occupational health nurses, like others in the rapidly changing health care environment, must be continuously aware of opportunities to expand and maximize career opportunities. An appropriate, well developed resume package is an essential tool in helping explore new horizons.
